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Grants Online Financial and Project Progress Reports
Reference Guide for Federal Program Officers

The purpose of this document is to provide Program Olfficers (PO) with a step-by-
step process for completing Project Progress Reports and accessing Project
Progress Reports and Financial Reports in Grants Online.

Completing the Project Progress Report — Simple Version

Step 1: Log into Grants Online by entering your Username and Password.
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Grants Online Financial and Project Progress Reports
Reference Guide for Federal Program Officers

Step 2: Select the Award tab and click on the Search Award link to complete the Project
Progress Report. The Search Financial and Project Progress Reports link retrieves
previously filed reports (see page 16 of this guide for more detail).
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Step 3: After selecting the Search Award link, enter at least one search criterion,
including Applicant Name and/or Award Number. Click Submit.
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Reference Guide for Federal Program Officers

Step 4: The following screen displays the search results. To select the Award, click on
the actual award number link in the Award Number column.
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Step 5: Once you have selected an award, the following Grants File screen is displayed.
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Step 6: Scroll down to the bottom of the Grants File screen to view the Additional

Documents section and select the Create Progress Report link.

Please note that for Grants Specialist users, the following three links are listed under
Additional Documents: Create Financial Report, Create SF270 and Manual Closeout.

WA HEmEDN e HasE o
HfA - Paggy S0/ G/ A00E Lillian GranteSpecisisiicticns  A0/85/S00E
s HenEon Barnme Mot Started
M = Py 10102005 Paggy IH Progress 10/10,/2005
M A Hereon e oy
MAA = WiErgm ILOB/R00E Wikram BN Progress luosgons
R el w v i
WA = Fabemes  ILAISCZ008 Fafseen N Srogoess 1141 ErEnns Lndef,
N B L
Adcitbanel Dociamens
Creaie Pﬂ)g‘rgsg /A\-uuar-u Attachumenes
Raport link T T
! i d tesi file

S D e

B v - e K S

Step 7: Select the link entitled, Go to Performance Progress Report Details Page.
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Step 8: The Performance Progress Report - Simple Version screen is displayed. Select
the comment icon to add comments or view comments entered by other users. The
comments are viewable by all users including internal NOAA users and recipients.
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Step 9: Complete detailed Project Progress Report information, including designation of
Final Report, Reporting Period and Due Date. If you wish to attach files, you may do so
by selecting the Attach Files link. Please note that migrated data is displayed using the
Simple Version. Once all the information has been entered, click the Save button
followed by the Complete Report button.
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Completing the Project Progress Report — Expanded Version

This section details the Expanded Version of this report and has not yet been approved
by OMB for use at NOAA. Further guidance will be provided regarding this report at a
later date.

Step 1: At the bottom of the Performance Progress Report - Simple Version screen (see
Step 9 in previous section) you can click the link entitled, Click here to use the
Expanded version of this Report. The screen below shows the Performance Progress
Report — Expanded Version.

Select the links to complete the Performance Progress Reports which include the
Performance Measures, Program Project Management, Sub-Award Management,
Activity Based Budget, and Performance Narrative from the bottom of the screen.
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Step 2: Upon selecting the Performance Measures link from the Performance Progress
Report — Expanded Version screen, enter the requested data in the Performance
Measures screen. All the fields with a red asterisk are required fields.
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Step 3: Upon selecting the Program/Project Management link from the Performance

Progress Report — Expanded Version screen, the Program/Project Management screen
appears. You will be required to enter an explanation for each Yes/No question answered
by selecting the Edit/View/Add Explanation link.
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Step 4: Upon selecting the Sub-Award Management link from the Performance
Progress Report — Expanded Version screen, the Sub-Award Management screen
appears. You will be required to enter an explanation for each Yes/No question by
selecting the Edit/View/Add Explanation link.
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Step 5: Upon selecting the Activity Based Budget link from the Performance Progress
Report — Expanded Version screen, enter data in the Activity Based Budget screen.
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Step 6: Upon selecting the Performance Narrative link from the Performance Progress
Report — Expanded Version screen, the Performance Narrative screen appears. Enter

the Performance Narrative in the Performance Narrative field.
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Step 7: Once all the information has been entered, click the Save button. You may also
select Cancel, in which case the changes will not be saved.
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Step 8: To view the printable version of the Project Progress Report, select the Print
Report button.
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Step 9: The following screen displays the printable version of the Progress Report.
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Step 10: To finalize the report, click the Submit Report button. At this point, the report
is considered approved and workflow ends.
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Step 11: If you click on the Workflow History link on the Performance Progress Report
screen, you can view details on the actions taken on the report.

Performance Progress Report - NAOBNOS4190077
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This document currently has no tasks assigned to you, Howewver, you may view previous workflow history and comments ==
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Accessing Existing Financial Progress Reports

In order to search Financial and Project Progress Reports, select the Search

Step 1:
Financial and Project Progress Reports link from the Award tab.
Award Tah
WS W o | mea | apsiicaan Mgt | admirisermtion | exrictions | mapors | nae
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Step 2: The screen below is displayed. Enter at least one search criterion, including
Award Number, Period Start Date, Program Officer Name and Report Type. After
entering the search criteria, click the Search Reports button.
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Step 3: The search results display all report types including the Project Progress Reports
and Financial Reports. To view a specific report, select the link for the report you would

like to view from the Report column. This section will detail Financial Report

information. (If you were to select the link for a Progress Report, you would have access
to view the progress report information as detailed in pages 7-14 of this document.)
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part HALTRILERT

04,01,/2002

t MALTRILEST 4012002
1 HALTRILERY 0012003

pOrl MALTEILERY Ba/1/2008
Empart HALTRILZRT D4/01/2004
part MALTRILEST /01,2004

L WaiTRILERT 07002001
MALTEILZRY orfaL2001

part MAlTRILZZT 10/01/2001
part MAlTRILERT 10012001

L MALTRILERT? 105012002
MALTRILZRY 10,/01/2002

part NAlTRI1EST 10/01/2003
part MALTRILEST 10/01/3003
of Maiiise? 1A LS00

N

Reporting Start Period
Column

-

os/In,/z002
08/30,/2002
0% A0/2003
0%/30,/2003
0%/30,/2004
0%/30,/2004
0% A0SE001
0%/30,/2001
03/31,/7002
0%/31,/5008
03 31/2003
03/31/2003
03/31,/2004
03/31,/2004
033172008

[penaraim Oificar)
10/30,/2002 Undsafired
10/20/2 005 Unidsfnsd
ABLA200F Undefingd
10,/31/2003 urdalinid
10/31/2004 Undefined
10/21/2004 Unidefined
1003052001 Undefined
10/ 30,/2001 Unde foed
04,/30/2008 Undefined
O4,/30/2 005 Unidefined
04/ 2042003 Unidefingd
0,302 003 Ui rvind
04,/ 3601/2004 Undafined
04, 20/2 004 Uridefinied
04302008 Undefined

Please note that a Federal Program Officer (FPO) has view only access to the Federal
Financial Progress Reports, except in the instance where he/she is the creator of the
report. If the Grants Specialist or the grantee initiated the report, the FPO cannot edit it.
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Step 4: The Federal Financial Report - Simple Version screen is displayed. Select the
comment icon to add comments or view comments entered by other users. The
comments are viewable by all users including internal NOAA users and recipients.

—ikrant Lrvformestlon

cros S avaari or/oL/E001 - Frograin CAR Conperative INSHILTES Program
Pdurmbmr: ' - il Dy ADSROOT i aOrfmce (C1PO0
Program S e Program oficas R Program oficar it
s oo Jahkn Corfnaes ikl by A4 T2 AFARE pir e jabe. cartinasirass goy
st al Fduaral SR Taral Moh Fadasal
b=t £35, 77010214 ) ! $0.00
| Univeesivy ot Elmct ronic :
Crgnnization w0 st e !
PSS MR i p Finanoial Mo F Ml
o sami-arcuaty  LLoLO S Aty Comment Icon
Projuct Title: UMIVEREITY OF CHLAKOMA CIMMS FIVE-YEAR FLAN
Fadaral Financial Report - NAL17RI1227 — Simple Version /
Waina wlkal or b Sowes B Re i GO Sr e doearte b oth e uears wr-tiv mporel . T

Step 5: The Federal Financial Report - Simple Version screen displays the Financial
Report details including whether the report is the Final Report, the Reporting Period and
the Due Date. The Attached Report radio buttons indicate the types of reports: SF-269,
SF-272, or both.

When a report is created, data related to Cash Receipts (drawdowns) and Federal Funds
Authorized is retrieved from the CBS system. Once this report has been submitted to
NOAA, these fields are locked records and are no longer pulled from the CBS system.

Please note that migrated awards will not have reports attached; as such, the Attached
Report field will indicate which type of report was migrated from NGS.
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Bacipbsnt RusinssefFlinanclal Rspracsntatives:
i stmrr fourd. 1

Unknoen Cr

e T o s

N

SIS =T
BearingPoint % . 18
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Step 6: At the bottom of the Federal Financial Report - Simple Version screen, you can

click the link entitled, Click here to use the Expanded version of this Report.

Warcipiant Business A beancial Bepres el atives
3 items Fourd, displayirg all iteme.

Arvid Goncalvas
LI Cr
Urkrinwr

Raciplant Authorized Bepressmnt atbeee:
LI inewns found, dsplayng M items, 1

Kriztina Clenaghsn El&-432-9102

Arne DePmtr a3l-aFz-47a2

Chriztine Duryes AI1AF-010F

Faguel Langa AT1-832-18a3

Fathe — Click kere to wse the Expanded
ek | Attack Files link version of this repori link

1 =

]:. Strand ABI1-ATZ-A402

Urknown Cr f

[Eave ] cornplets suport ] cascel |

‘.____ Save Complete Report and Cancal
hutions

N

- N =r=
BearingPoint @ - [yj
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Step 7: Below is the Expanded Version of the Federal Financial Report.
Federal Financial Report - NA17R11227

Please click on this icon to add your comments or view comments by ather users on this report:_ ré

1. Federal Agency and Organization Element to which Report is submitted
Department of Commerce/MNOAA

2. Federal Grant or Other Identifying Number Assigned by Federal Agency (To report
multiple grants, use FFR Attachments)

MNA1TRI1IZZT

3. Recipient Organization {Name and complete address including zip code)
University of Oklahoma
1000 Asp Avenue, Room 314 Morman, OF 73019

4a. DUNS Mumber <4b. EIN Number 5. Recipient Identifying Number
or Account Mumber

a 736017987 MO A

6. Final Report 7. Basis of Accounting *

T ves ® o " Cash 7 accrual

8. Prujec:t,’Grint Period
07/01/2001 - 04/30/2007

9. Reporting Period *
[01/01/2005 | - |og/o1/2005

10, Transactions
11. Rermarks

Recipient Business/Financial Representatives:
One item found. 1

Telephune

Unknown Cr

Recipient Authorized Representatives:
3 items found, displaving all items.1

Name __[Telephone

Regina Hewatt 405-325-6054
Jennie Parker 405-325-6029
Tracy Reinke 405-325-3041

Click here to use the Simple version of this report,

| save | Done | cancel | _print Report

e A ==
BearingPoint "%~ =¥ '1%7
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Step 8: At the bottom of the Expanded Version of the Federal Financial Report, click on
the link entitled, Transactions to view or edit financial report information.

9. Reporting Period *

10. Transactions

11 Remarks \ Transactions link

Recipient Business/Financial Representatives:
Cne item found. 1

Name Telephone

Unknown Cr

Recipient Authorized Representatives:
3 items found, displaying all items.1

Name ____[Telephane

Regina Hewatt 405-325-6054
Jennie Parker 405-325-6029
Tracy Reinke 405-325-3041

Click here to use the Simple version of this report.

[ save | pone | cancel | _print Report |

Step 9: View financial report transaction information and click the Save button at the

bottom of the screen.

Federal Financial Report -- Transactions

1. Federal Agency and Organzation 2. Federal Grant or Other Identifying Number Assigned by Federal

Element to Agency

wWhich Report is Submitted

Department of Commerce/NOAA MALTRILZ2T

4a. DUNS Number 4b. EIN Number 9. Reporting Period

0 736017987 01/01/2005 - 09/01/2005

10. Transactions

Federal Cash:
a, Cash Receipts (Drawdowns):
b. Cash Disbursements:

c. Cash on Hand {line 3 minus b}

Federal Expenditures and Unobligated Balance:
d. Total Federal Funds Authorized

e, Federal share of expenditures

f. Federal share of unliquidated obligations

g. Total Federal share (sum of lines e and )
h. Unobligated balance of Federal Funds (line d mins g}

Recipient Share:
i, Total recipient share required

y

g ——

BearingPoint "% wb

Wisw Accounting Details

¢lo.oo

Enter Remarks

£0.00

¢lo.oo

#o.00

|Enter Remarks

£0.00
£0.00

$0.00
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Step 10: At the bottom of the Expanded Version of the Federal Financial Report, click
on the link entitled, Remarks to view or enter comments related to the financial report.

9. Reporting Period *

10, Transactions/ Remarks link
11. Remarks

Recipient Business/Financial Representatives:
Cne item found. 1

Name Telephone

Unknown Cr

Recipient Authorized Representatives:
3 items found, displaying all items.1

Name ____[Telephane

Regina Hewatt 405-325-6054
Jennie Parker 405-325-6029
Tracy Reinke 405-325-3041

Click here to use the Simple version of this report.

[ save | pone | cancel | _print Report |

Step 11: View or enter comments and click the Save button, followed by the Done
button. You can also attach files by clicking on the A#tach Files link.

Federal Financial Report -- Report Remarks

F

[::::::::] Spell Check

Attach Files

BearingPoint %‘ = l=§7
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Step 12: Once all the data has been reviewed and or modified, click Save followed by
the Done button. You also have the option to click the Print Report button.

Federal Financial Report - NA17RJ1227

Please click an this icon to add your comments or view comments by other users on this report: _ E

1. Federal Agency and Organization Element to which Report is submitted
Department of Commerce/MNOAA

2. Federal Grant or Other Identifying Number Assigned by Federal Agency (To report
multiple grants, use FFR Attachments)

MA17RI1227

3. Recipient Organization (Name and complete address including zip code)
University of Oklahoma
1000 Asp Awvenue, Room 314 Norman, Ok 73019

4a. DUNS Number <4b. EIN Number 5. Recipient Identifying Number
or Account Number

o

736017987 MNOA A

6. Final Report 7. Basis of Accounting *
Cves @ MNo © Cash © aAccrual
8. Prujectjcrint Period
07/01/2001 - 04/30/2007

0. Reporting Period *
l01/01/2005 | - |oas/o1s2005

10, Transactions
11. Remarks

Recipient Business /Financial Representatives:
Cne item found. 1

Name __[Telephone

Unknown Cr

Recipient Authorized Representatives:
3 items found, displaying all items. 1

Name __[Telephone

Regina Hewatt 405-325-6054
Jennie Parker <405-325-5029
Tracy Reinke 405-325-3041

Click here to use the Simple version of this report,

| save f Done | cancel | _print Report |

V\ Save, Done and

Print Report
buttons

. W ﬁ_ —_—
BearingPoint "%~ =¥
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Step 13: After clicking the Print Report button, the following screen displays the
printable Federal Financial Report.

FEDERAL FIMANCIAL REPORT
(Bl low inetetion on the backc)

ot on Cthexr Tdentifring Wber Posignod by B Agrral Mo

1. Pakoml Aoy and Grpdeationl] Bt o B

Wi Fegeat e Sdndeead BT wmpert mullk gl goris, atbach proe 21
Daparemant =f Comaros IR T RS I L DOET
T, Peclphens Gooprdestion (e sl ooplets abiess dnaluling sip o)

Femismmischy Prisulal bowy of Slate Dhnbesmiry of Ble dak
N o ol Fpormord Frogusendnony Byook Unisevminy Sy Reock, B LI786-103

4 Thdiemmn] Dokl i Sk € Fecipama Zoansd Thades on Dl aliviog Bades (1) 5. Piem] Fegust [7. Bewis ol 2 e
bopear: raliipls grarks, stk pacal)
_ e £ H % Cach _ ol
Z=EES
. Pl Gr Paded ERE— R —
Flom: L 'S AT P T

M Terrwmcr e TT Precet S T 17 Aevee Bt T Amierne

Step 14: If you click on the Workflow History link on the Financial Progress Report
screen, you can view details on the actions taken on the report.

Federal Financial Report - NA17RJ1227

Id: 2018889
Creator: Syed Raza Create Date: 11/14/2005
Status: Federal Financial Report Review Federal Financial Report Mot Started Status Date: 11/16/2005

Last Edited User: Fahima Zahir
Workflow History link

Go to Federal Financial Report Details Page >

This document currently has no tasks assigned to you. However, you may wview previous workflow history and comments ==

N

~ ~ ==
BearingPoint @ = 24



